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1. State four ways in which office documents can be reproduced.	(4mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….

2. A surgeon set up a clinic in a distant rural centre. The business was closed after six monthly. Explain five possible causes for the failure.		 (10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….
3. The Government of Kenya through the Ministry of Trade and Industry has developed policies to promote entrepreneurship. Explain five importance of such initiative to the economy of Kenya.						       (10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

4. Outline five services provided by an office to its clients.		       (10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….



5. State five qualities of a good manager in an office.			(5mks) 

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

6. Outline five factors that need to be considered when locating an office in an organization.								    	(10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….




7. A business opportunity exists where there are gaps in the needs of the market. Outline five such gaps.								(10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….
8. The following are types of office equipment; paper, fax machine, telex and telephone.	(4mks)

	
	FUNCTION
	EQUIPMENT

	a)
	Sending and receiving written messages
	


	b) 
	Sending and receiving verbal messages
	


	c) 
	Sending and receiving copies of messages
	

	d) 
	Sending messages one way only
	




9. Give five limitations of a partitioned office in an organization.	(5mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

10. In the space provided name the office equipment used to perform each of the following tasks.									(4mks)
11. 
	
	FUNCTIONS
	EQUIPMENT

	a) 
	Printing stamp impression on envelopes
	


	b) 
	Cutting paper into required  sizes
	


	c) 
	Recording processing, sorting and retrieving  information
	

	d) 
	Cutting unwanted documents into tiny pieces to avoid such documents getting into the wrong hands
	



12. Outline five issues and trends in office management.			(5mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….
13. An entrepreneur needs to have ethical issues so that the business can run in an acceptable way. Mention five needs for these ethical issues in a business.												           (10mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

14. State five reasons why office documents should be filed.		(5mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

15. Highlight atleast five reasons why an entrepreneur may need a business plan before starting a business.							(5mks)

i)……………………………………………………………………………………………………………..……………………………………………………………
ii)….………..………………………………………………………………………………………………………………………………………………………………
iii)……………………………………………………………………………………………………………………………………………………………………………
iv)…………….……………………………………………………………………………………………………………………………………………………………….
v)………………..…………………………………………………………………………………………………………………………………………………………….

16. State three types of office layout.						(3mks)

i)……………………………………………………………………………………
ii)….………..………………………………………………………………………
iii)……………………………………………………………………………………
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